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MEMORANDUM FOR: Chalrmen, AHIP

SUBJECT ¢ Physlcal Control of IAC Documents and Enclosures.

1. The physical control of intelligence documents in the IAC has evolved
by now into three relatively specialized operations. These relate %o {1) plain
information reports, (2) information reporte accompanied by enclosures, e.g. maps,
charts, photographs, books, periodicals, pamphlets, correspondence, etc., and
{3) reports or enclosures which are not reproducible due to feulty priating, or
damage in use, thereby making simultancous use by two or more requesters impossible.

2. The AHIP 1s promoting a number of meesures to improve and expand TAC
document services. Many of these point to increased use of CIA's docunent
facilities. Before this occurs on any large scale, it is extremely important
that the physical control of documents be brought to & high state of parfection
otherwise the existing facilities will be swamped with high-cost searches for
poorly controlled items.

3. The control of informatiom reports without enclosures appears to be
fairly efficient and satisfactory throughout the IAC. All agencies maintain
relatively complete files of thelr own documents. CIA in turn operates a two-
part system covering all IAC documents released to it. Those documents Jjudged to
be of substantive value are indexed, filmed and copied on demand for requesters
throughout the community. Those of very limited intelligence interest are not
indexed but are stored in hard-copy form and may be consulted or copied on re-
quest. Remaining limitations on this community pattern are almost entirely
economic, not technical in nature. Unlimited, high-speed copying of® infor-
mation reports is expensive, and none of the present-day facilities is geared
up in staff, space and egquipment t6 provide this level of service.

k. An estimated one-fourth of the information reports produced by the
IAC agencies are accompanied by enelosures. Community control of these enclosures
is improving slowly but it is still seriously inadequate as the following will
suggest. The AHIP is just bsginning to look into the problem of consistent
citation of such items. The document channels are probably overburclened with
categories of enclosures which could be better handled under other, Por instance,
open literature procurement systems. The quantity of copies of each enclosure
is almost invariasbly limited, frequently single-zopy, so that circulation of
its cover document through many hedds in many agancies generates demand, most of
which must go unsatisfied when the enclosure has not been processed into a central
system. CIA has filmed all single<copy enclosuras which it acquired on a retention
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basis since about 1950; it bhas undertaken to film selected loan enclosures from
other agencles since 1953. At the present time, however, this coverage appears
to be about 50% effective. In one recent two-week period only 1,119 enclosures
out of 2,147 cited in IAC information reports ceme into the agency for filming,
indexing and storage.

Many circumstances explain the present haphazard control of eaclosures.
Some are attached to documents requiring prompt response by "action" offices.
The document processing personnel lack the authcrity to interfere with the
action time schedule even though failure to take an hour for microfilming means
that the item disappears permanently from library chaunpels. Cther enclosures
are racognized as duplicates, or toc dulky, or cof marginal interest, or in
color which cannot be copied or illaglble.

5. The following IAC-wide program for control of enclosures is proposed:

a. Promote JAC-wide standards for the admission of enclosures into
information report channels. If the AHIP members can agree, for
ingtance, thgf)epen literature as a rule will be handled through
specialized Il ckennels, then both systems will profis from con-
slstency and elimination of duplication.

b. Develop common standards for the disposition of specialilzed
categories of enclosures. Agreements on handling of film and
maps, for instance, should relieve central document systems of
any responsibility for retrieval and asutomatically direct the
reguester to the specilalized register or library which would
guarantee availablility of the enclosure.

c. BEsteblish standards for tbe identification of unreproducible
documents and enclosures and for their safekeeping. Community
rules are needed to spscify level of scceptability of document
reproductions, to provide for central library control of unigue
material and to compromise the conflict of interest beliween the
specialist who requires the given enclosure for resesrch or
evaluation purposes and the library which seeks to gusrantee its
availability indefinitely to the community.

d. Iet each JAC agency agree to microfilm according to community
standards all remaining enclosures accompanying its information
reports. CIA migat undertake to maze equipment and supplies
available under specified circumstances provided that the agency
concerned supplied the pecessary maapower. CIA might slso
process the exposed £film and guarantee the indexing and source
card control of all suck items.
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e. Establish by IAC agreement that f£ilm copy shall ordinarily be
supplied in response to inter-library loan requests for enclosures
and that the receiving agency shall bear the cogt of any pro-
duction of paper prints therefrom.

25X1A

25X1A Docunient Division

CoO-NeFeIwDeEN-TeIwAel
Approved For Release 2001/03/02 : CIA-RDP67-00896R000100070030-4



